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MEDMS (Maine Education Data Management MEDMS (Maine Education Data Management 
System) now provides onSystem) now provides on--line reporting for data line reporting for data 
previously reported on the following forms:previously reported on the following forms:

EFT-18 - Public School Bus Inventory and 
Mileage Report

EFT-18A - District-owned Non-conforming 
Vehicles Report

EFT-19 - Privately-owned School Bus 
Inventory Report

EFT-19A - Privately-owned Non-conforming 
Vehicles Report

EFT-21 - Public School Transportation 
Training, Safety and Operations Report

This new system contains only two reports:

Vehicle Inventory – all vehicles; both 
publicly owned and privately owned

Safety and Training



3

GETTING STARTEDGETTING STARTED

If you do not have access to MEDMS, see your MEDMS 
Administrator for a Username and Password.  You will need 
to have “Transportation Administrator” permission.

Disable any pop-up blocker software on your computer.
Your IT person can help you with that if necessary.

The New Vehicle Inventory report gathers data on all 
vehicles used to transport students and covers both 
school-owned (public) and contracted (private) vehicles.

If a field is gray, the information is not needed, so the field 
is not available for use.

In addition to the information provided in this document, 
follow instructions provided on the on-line form and any 
popup instructions.

Save your work often BUT the system will not save 
updated information unless all required fields are 
completed on the form in which you are working.  For 
example, if you are entering data on a particular vehicle on 
the Vehicle Inventory and Usage Edit Form, you must 
complete that entire form and save it successfully.  If you 
hit RETURN without saving, your work on that vehicle will 
be lost.
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LOG ON SCREENLOG ON SCREEN

MEDMS WEBSITEMEDMS WEBSITE

https://www.medms.maine.gov/medms
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Selecting the Selecting the ApplicationApplication and and ActionAction

Step 1: Select 
Transportation and 

then click “Go”

To get started, click “Vehicle Inventory.”
This will bring you to the “Vehicle 

Inventory Form.”

Step 2:  Select the desired 
Action and then hit “Go.”

NOTE:  This graphic shows “Bus Inventory” as one of your choices.  When 
you go into MEDMS to enter your data, it will read “Vehicle Inventory.”
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Step 4:  Select your 
name.

VEHICLE INVENTORY VEHICLE INVENTORY 
FORMFORM

Step 3:  Verify that 
the correct SAU is 

listed.  
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Step 6:  Click 
“Update” to move 

to the “Vehicle 
Inventory and 

Usage Edit Form” to 
enter data for each

vehicle.

Step 5:  Verify Status of each vehicle.  
Make change as needed on this screen 
by using the drop down list provided 
(see IMPORTANT note to the left.  If 
changing to Sold, Scrapped, Traded, 

etc., you must still complete the 
“Vehicle Inventory and Usage Edit 

Form” – see Step 6 below.

PART 1PART 1
VEHICLE INVENTORY DATAVEHICLE INVENTORY DATA

Step 7:  Add new vehicles by using these 
buttons.

SAU Owned - click here.

Contractor Owned – Click here.

See Pages 15-18 for more instructions

Step 8:  “Save Form Data” saves the data but does 
not always refresh the screen.  To refresh the screen, 
click on the green icon.  We recommend saving and
refreshing OFTEN to avoid losing your work.

NOTE:  This graphic shows “Bus 
Inventory Form.” When you go 

into MEDMS to enter your data, it 
will read “Vehicle Inventory Form”

IMPORTANT:  Verify that you have entered ALL
data for EVERY vehicle prior to the deadline.

IMPORTANT: “In Service” DOES NOT
include Contracted or New Addition.  If the 
bus is contracted, click Contracted from the 
drop down list.  If the bus is new to the 
fleet, click New Addition from the drop down 
list.
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Vehicle Inventory and Usage Edit FormVehicle Inventory and Usage Edit Form
Steps 6, 7 and 8Steps 6, 7 and 8

(One form must be completed for each vehicle)(One form must be completed for each vehicle)

NOTE:  This graphic shows “Bus 
Inventory and Usage Edit Form.” When 
you go into MEDMS to enter your data, 

it will read “Vehicle Inventory and 
Usage Edit Form”

NOTE:  You must complete ALL information on 
this page and SAVE successfully before hitting 
Return.  If you hit Return without saving, you 
will lose your work.

Continue for further 
instructions.
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Verify all data here.

Click to put a check mark in each 
box only if the answer is “yes.”

Continue for further 
instructions.

Vehicle SpecificationsVehicle Specifications
(see also Pages 13 and 14)(see also Pages 13 and 14)
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Definitions of each Usage Type are 
available by hovering over the box.

Reporting Annual Mileage by Usage TypeReporting Annual Mileage by Usage Type

As you update each vehicle, you must enter Annual 
Miles by Usage Type for that vehicle.  If an answer is 
zero, make sure it shows 0 in that box.  The Total 
Usage Miles will calculate automatically.
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NOTE: If the odometer has been changed on 
this vehicle during this reporting year, do not 

enter anything in the “Ending” box above.  Click 
this box for more information (see next page).

Reporting Odometer ReadingsReporting Odometer Readings

Step 6AStep 6A

Last year’s ending 
odometer reading is 
automatically filled in.  
You cannot change 
this number. 

Enter the 6/30/06 
odometer reading for the 
vehicle here.  If the 
odometer was changed 
during this reporting year, 
see NOTE below.

Annual Miles will calculate automatically.  If the 
Annual Miles does not equal the Total Usage Miles, 
you will get an error message when you click SAVE.  
The error must be corrected before you can continue.
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Reporting Odometer Readings on Reporting Odometer Readings on 
Vehicles with a New OdometerVehicles with a New Odometer

Step 6BStep 6B

When you click this box, new Beginning
and Ending fields will appear. Follow 
1, 2 & 3 above as indicated.

1: Enter odometer reading on the old odometer on 
the day it was removed from the vehicle.

2:  Enter the starting odometer reading from the 
new odometer on the day it was installed.

3:  Enter the 6/30/06 odometer reading 
for the vehicle
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Available DropdownsAvailable Dropdowns

A ? graphic will be available for 
Vehicle class.  Click on the ? to get 

a description of the vehicle class 
that corresponds to the numbers 

listed on this dropdown list.
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Available Dropdowns (contAvailable Dropdowns (cont’’d)d)
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Adding a New SAU Owned Vehicle Adding a New SAU Owned Vehicle 
or Contracted Vehicleor Contracted Vehicle

(reference Page 7, Step 7)(reference Page 7, Step 7)

Click here to add a new SAU 
owned vehicle.  This will 
bring you to a new Vehicle 
Inventory and Usage Edit 
Form.  Fill in all information 
for the new vehicle.

Click here to add a new contracted 
vehicle.  This will bring you to a new 
“Vehicle Inventory and Usage Edit 
Form.” Fill in all information for the 
new vehicle including the contact 
information for the contractor (see 
next page).
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Edit or Add a Contracted VehicleEdit or Add a Contracted Vehicle
1. Fill in all information regarding the contracted vehicle on this page.

2. If your contractor is not listed on the drop down list, click the Add New 
button and provide all information requested on the New Bus Contractor 
Form.  See page 18 for a sample of the New Bus Contractor Form.

Select the contractor from the drop down list.  You may find a 
contractor listed more than once.  That is because there may be 
more than one location for that contractor.  You can determine 

which one applies to your SAU by clicking the Edit button for each 
one.  Once you have found the correct contractor, verify and 

provide all information requested on the Update Bus Contractor 
Form.  See page 17 for a sample of the Update Bus Contractor 

Form.

IMPORTANT:  Verify that you have entered ALL
data for EVERY vehicle prior to the deadline.
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Change the information on this form as necessary.
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New Contractor Contact New Contractor Contact 
InformationInformation

SAVE will save the entered 
data and return to the 
“Adding a Contracted 

Vehicle” page.

CANCEL will clear all information.
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PART 2PART 2

Training, Safety and OperationsTraining, Safety and Operations

Step 1:  Select Safety and 
Training then “Go” to get to 

the “Training, Safety & 
Operations” form.

Step 2: Verify 
name, email, 
phone, etc.
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Bus Driver TrainingBus Driver Training
Step 3Step 3

Every field requires a numerical
response.  If the answer is zero or the 
item does not apply, enter 0 in that field.
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Pupil Transportation and Pupil Transportation and 
TrainingTraining
Step 4Step 4

Every field requires a numerical
response.  If the answer is zero or the 
item does not apply, enter 0 in that field.
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SafetySafety
Step 5Step 5

Step 6:  Final Step

IMPORTANT:  Verify that you 
have entered ALL data prior 
to the deadline.

Clear Form
resets all data 
on this form 
back to zero.
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Questions?

Karen.L.Bossie@Maine.GovHarvey.Boatman@Maine.Gov

624-6848624-6884

KarenHarvey

Call or Email

OR


